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artsmethods@manchester
 PGR-led Events Funding Terms & Conditions 
The School of Arts, Languages & Cultures

The University of Manchester

This document outlines the terms and conditions for receiving PGR-led events funding.  It outlines the roles and responsibilities that are to be assumed by the organisers of postgraduate events within the School of Arts, Languages & Cultures.  It is a condition of funding that all organisers abide by the terms and conditions in this document.  
PGR-led events require a significant investment of time and effort on the part of the organisers.  Please note that artsmethods@manchester is only able to offer limited administrative support and guidance to those organising an event.  Organisers therefore must commit to cover ALL administrative duties pertaining to the event and its organisation.
Please refer to the information included in the Organising Postgraduate Events Handbook and on the “Funding” section of the artsmethods@manchester website before seeking further advice for general queries.

Please read, tick all relevant boxes and return to artsmethods@manchester.ac.uk
Terms & Conditions
· As organiser, I commit to covering all administrative duties pertaining to the event.

· I will ensure the event takes place, all expenses are claimed and any other financial transactions are carried before 31 July in line with the University’s financial year.

· I agree to act responsibly with the public money I am awarded. I accept that as organiser I am accountable for the way in which that money is spent and that all expenditure is reasonable in relation to the event. 

· I am familiar with and will abide by the restrictions and conditions as to what the artsmethods@manchester funding I have received can be used for (see Organising Postgraduate Events Handbook and Application Form).

Upon notification of funding the event organisers must:

· Consult with the artsmethods@manchester director and administrator who can provide ad-hoc guidance and support.
· Put in place sound administrative and IT procedures for the event.

· Produce financial and administrative updates to artsmethods@manchester in case of changes to the event, its organisation or its budget.

· Book the venue and rooms, if appropriate.
· Inform relevant building attendants and organise porter provision if the event runs out of normal office hours Monday-Friday 9-5. 
· Ensure they are familiar with IT equipment and know who to call if help is needed.

· Ensure that provisions for delegates with special requirements, including accessibility and catering, will be met.

· Designate at least one contact person responsible for catering and overall planning during the conference. Please enter name and email here:________________________________________ 

· Ensure that the designated person has a list of all contact numbers for all parties contributing to the event (speakers, caterers, IT support, house services, etc.).

· Work within the University’s guidelines for data protection, as outlined on the University website (https://www.staffnet.manchester.ac.uk/gdpr/). 
· Abide by the University’s Health & Safety policy, as outlined on the University website (http://www.healthandsafety.manchester.ac.uk/policy/) and in the Organising Postgraduate Events handbook.
During the event, the organisers must:

· Ensure room/venue is left clean and tidy and ready for use after the event and returned to its original layout.
After the event, the conference organisers must:
· Produce an event report and final budget within 30 days of the event taking place (this will be put on the artsmethods@manchester website).
· Provide photographs or any other materials which arise from the event, which may be used by artsmethods@manchester for publicity and reporting purposes.
· Submit expenses forms as well as original receipts and invoices to the artsmethods administrator.
· Take responsibility for the likelihood of any shortfall in funding, notifying the artsmethods@manchester budget holder, as appropriate.
I/we confirm that I/we have read and understood the above terms and conditions and assume full responsibility for the administration of the event that I am/we currently organising:
Signed: _______________________________________

Full Name: ____________________________________

Date: ______________________________________​​​​​​​​​​​​​​​​​​___
Role: _________________________________________

Event Title: ____________________________________
Date of Event: __________________________________
Contact details: 
Email: ________________________________________
Telephone Number: ______________________________
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